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6WHS#4= )RUP#<RXU#7HDP

2EMHFWLYHV +P"5VGR"3"[QW"YKNN<

! #UUGODNG"C";GCT"4222"4GCFKPGUU"6GCO.
! *QNF"C"MKEM/QHH"OGGVKPI."CPF"UWDUGSWGPV"OGGVKPIU.
! #UUKIP"OGODGTU"QH"[QWT"VGCO"VQ"VJG"NCUV"HKXG"QH"VJG"UKZ"UVGRU.

CPF
! &GEKFG"JQY"[QW"YKNN"DGIKP"EQOOWPKECVKPI"YKVJ"TGUKFGPVU0

2YHUYLHZ +P"5VGR"3."[QW"YKNN"HKTUV"CUUGODNG"[QWT";GCT"4222"4GCFKPGUU"6GCO
D["TGXKGYKPI"C"NKUV"QH"RQUUKDNG"CVVGPFGGU"KPVGTPCN"CPF"GZVGTPCN"VQ
[QWT"QTICPK\CVKQP"CPF"VJGP"NKUVKPI"VJGO"QP"VJG";GCT"4222
/GGVKPI"2NCPPGT"9QTMUJGGV"QP"RCIG"3/40""0GZV."RNCP"VJG"MKEM/
QHH"OGGVKPI"D["HKNNKPI"QWV"VJG";GCT"4222"/GGVKPI"#IGPFC"RQTVKQP
QH"VJG"YQTMUJGGV0""#V"VJG"MKEM/QHH"OGGVKPI."[QW"YKNN"CUUKIP"OGODGTU
QH"VJG"VGCO"VQ"GCEJ"QH"VJG"NCUV"HKXG"UVGRU"WUKPI"VJG"6CUM
4GURQPUKDKNKV["9QTMUJGGV"QP"RCIG"3/60""""(KPCNN[."[QW"YKNN
FGEKFG"JQY"VQ"EQOOWPKECVG"YKVJ"TGUKFGPVU"D["WUKPI"VJG"5CORNG
.GVVGT"VQ"4GUKFGPVU"QP"RCIG"3/7"CPF"VJG"4GUKFGPVIU";GCT"4222
2TGRCTCVKQP"5JGGV"QP"RCIG"3/80

$VVHPEOH
D#7HDP

#UUGODNG"C";GCT"4222"4GCFKPGUU"6GCO"QH"KP/JQWUG"CPFGCU
PGEGUUCT[GGZVGTPCN"RGQRNG."UWEJ"CU"TGRTGUGPVCVKXGU"HTQO"[QWT
DWUKPGUU"RCTVPGTU"QTICPK\CVKQPU0

6JG"HQNNQYKPI"NKUVU"UWIIGUV"YJCV"V[RG"QH"KPFKXKFWCNU"[QW"OKIJV
YCPV"VQ"EQPVCEV"YKVJ"C"TGSWGUV"VJCV"VJG["CVVGPF"C"MKEM/QHH"OGGVKPI0

:KR#VKRXOG
DWWHQG#\RXU#NLFN0RII

PHHWLQJ"

&KRRVH#IURP#\RXU
LQWHUQDO#VWDII=
! 6HFWLRQ#;#6XEVLGLHV#5HSUHVHQWDWLYH
! 7LWOH#9#5HSUHVHQWDWLYH
! $FFRXQWLQJ#5HSUHVHQWDWLYH
! )DFLOLWLHV20DLQWHQDQFH
5HSUHVHQWDWLYH

! )DPLO\#&DVH#:RUNHU
! 2IILFH#0DQDJHU
 

&KRRVH#IURP#\RXU#H[WHUQDO
EXVLQHVV#SDUWQHUV#2#FRQVXOWDQWV=
! 5HVLGHQW#5HSUHVHQWDWLYHV
! &RXQW\#*RYHUQPHQW
5HSUHVHQWDWLYH

! 9HQGRU#5HSUHVHQWDWLYHV
+&RPSXWHU/#%XLOGLQJ#6HUYLFHV/#HWF1,
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#<HDU#5333#0HHWLQJ#3ODQQHU#:RUNVKHHW
&KTGEVKQPU<"7UG"VJKU"YQTMUJGGV"VQ"RNCP"VJG"CIGPFC"CPF"VQ"FGVGTOKPG"YJQ"[QW"YCPV"VQ"CVVGPF"VJG"URGEKHKE
OGGVKPIU"[QW"UEJGFWNG0""*;QW"ECP"CNUQ"WUG"C"EQR["QH"VJKU"YQTMUJGGV"VQ"TGEQTF"CVVGPFCPEG"CV"VGCO"OGGVKPIU0""+V
YKNN"JGNR"RTQXKFG"JKUVQTKECN"FQEWOGPVCVKQP"HQT"GCEJ"OGGVKPI"[QW"JQNF"FWTKPI"[QWT";GCT"4222"4GCFKPGUU"RTQLGEV0+

0HHWLQJ#6XEMHFW=
'DWH= 7LPH=

1DPH 3RVLWLRQ27LWOH 3KRQH

41
51
61
71
81
91
:1
;1
<1
431
441
451
461
471
481

<HDU#5333#0HHWLQJ#$JHQGD#3ODQQHU#DQG#5HFRUG
3DUW#4=#&RPSOHWH#)LUVW 3DUW#5=#&RPSOHWH#$IWHU#0HHWLQJ

$JHQGD
,WHP

6SHDNHU
1DPH

7LPH
/LPLW

0HHWLQJ#1RWHV#DQG#&RPPHQWV
+$FWLRQ#,WHP/#$VVLJQHH/#DQG#'HDGOLQH,

41
51
61
71
81
91
:1
;1
<1

(VWLPDWHG#3ODQQHG#0HHWLQJ#7LPH=
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3ODQ#.LFN02II
0HHWLQJ

&GRGPFKPI"WRQP"VJG"UK\G"QH"[QWT"QRGTCVKQP."[QWT"MKEM/QHH"OGGVKPI
EQWNF"JCXG"CU"HGY"CU"QPG"QT"VYQ"RGQRNG"QT"EQWNF"KPXQNXG"C"OWEJ
NCTIGT"ITQWR0

7UG"VJG";GCT"4222"/GGVKPI"2NCPPGT"9QTMUJGGV"QP"RCIG"3/4"VQ
JGNR"RNCP"VJKU"OGGVKPI0

#V"VJKU"OGGVKPI"[QW"YKNN<

! 'ZRNCKP"VJG"UKZ"UVGRU"VQ";GCT"4222"4GCFKPGUU0
! 7UG"VJG"6CUM"4GURQPUKDKNKV["9QTMUJGGV"QP"RCIG"3/6"VQ

CUUKIP"UVCHH"OGODGTU"VQ"VJG"NCUV"HKXG"UVGRU"CPF"GUVCDNKUJ
RTGNKOKPCT["EQORNGVKQP"FCVGU"HQT"GCEJ"RCTV"QH"[QWT";GCT"4222
2NCP0

! &GVGTOKPG"JQY"[QW"YKNN"EQOOWPKECVG"YKVJ"TGUKFGPVU"VQ
KPHQTO"VJGO"QH"YJCV"KU"DGKPI"FQPG"CDQWV";GCT"4222"RTQDNGOU.
CU"YGNN"CU"YJCV"VJG["OKIJV"FQ"VJGOUGNXGU"VQ"CXQKF
KPEQPXGPKGPEG"KP",CPWCT["42220

$VVLJQ#0HPEHUV#RI
7HDP#WR#(DFK#RI
WKH#/DVW#)LYH#6WHSV

6JG"NCUV"HKXG"QH"VJG"UKZ"UVGRU"[QW"PGGF"VQ"EQORNGVG"KP"QTFGT"VQ
RTGRCTG"HQT";GCT"4222"ECP"DG"DTQMGP"FQYP"KPVQ"VCUMU0""6JG"VCUM
DTGCMFQYP"RTQEGUU"GPCDNGU"[QW"VQ"FGVGTOKPG<

30 9JCV"VCUMU"PGGF"VQ"DG"CEEQORNKUJGF.
40 9JQ"YKNN"CEEQORNKUJ"VJG"VCUM."CPF
50 9JGP"VJG"VCUMU"YKNN"DG"CEEQORNKUJGF0

7UG"VJG"6CUM"4GURQPUKDKNKV["9QTMUJGGV"QP"RCIG"3/6"VQ"JGNR
CUUKIP"[QWT"VGCO"OGODGTU"VQ"GCEJ"UVGR"CPF"VQ"JGNR"FGVGTOKPG"VJG
EQORNGVKQP"FCVG"HQT"GCEJ"UVGR"QH"VJG";GCT"4222"TGCFKPGUU"RTQEGUU0

&RPPXQLFDWH#:LWK
5HVLGHQWV

&WTKPI"VJG"GPVKTG"RTQEGUU."VJG"TGUKFGPVU"UJQWNF"DG"MGRV"KPHQTOGF
VQ"HCEKNKVCVG"VJGKT"KPRWV."CU"YGNN"CU"VQ"GPNKUV"VJGKT"EQQRGTCVKQP"VQ
RTQXKFG"HQT"VJGOUGNXGU"YJGP"RQUUKDNG0

7UG"VJG"5CORNG".GVVGT"VQ"4GUKFGPVU"QP"RCIG"3/7"CPF"VJG
4GUKFGPVIU";GCT"4222"2TGRCTCVKQP"5JGGV"QP"RCIG"3/8"CU"VQQNU
KP"[QWT"TGUKFGPV";GCT"4222"KPHQTOCVKQP"ECORCKIP0
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#7DVN#5HVSRQVLELOLW\#:RUNVKHHW
&KTGEVKQPU<"7UG"VJKU"6CUM"4GURQPUKDKNKV["9QTMUJGGV"VQ"CUUKIP"VGCO"OGODGTU"VQ"GCEJ";GCT"4222"TGCFKPGUU
UVGR"CPF"VQ"FGVGTOKPG"VJG"EQORNGVKQP"FCVG"HQT"GCEJ"UVGR"QH"VJG"RNCP0

6WHS 7DVN 1DPH#RI#$VVLJQHHV &RPSOHWLRQ#'DWH

41 )RUP#\RXU#WHDP1

+1RWH=##7KLV#VWHS#LV#LQ#SURJUHVV
DQG#ZLOO#EH#FRPSOHWHG#E\#\RX#RU
E\#VRPHRQH#\RX#GHVLJQDWH1,

51 ,GHQWLI\#FULWLFDO
IXQFWLRQV1

61 5HGXFH#FULWLFDO
EXVLQHVV#IXQFWLRQV
WR#LQGLYLGXDO
HOHPHQWV1

71 0DNH#DVVHVVPHQWV
RI#WKH#LQGLYLGXDO
HOHPHQWV1

81 'HWHUPLQH
VFKHGXOH#DQG
ZRUNDURXQGV#IRU
FULWLFDO#IXQFWLRQV1

91 'HWHUPLQH#IL[VROXWLRQV#IRU#QRQ0
FRPSOLDQW
HOHPHQWV1
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#6DPSOH#/HWWHU#7R#5HVLGHQWV
&KTGEVKQPU<""7UG"VJKU"UCORNG"NGVVGT"CU"C"VQQN"KP"[QWT"TGUKFGPV";GCT"4222"KPHQTOCVKQP"ECORCKIP0"";QW"ECP"CNUQ
KPENWFG"VJG"4GUKFGPVIU";GCT"4222"2TGRCTCVKQP"5JGGV"QP"RCIG"3/8"QP"VJG"DCEM"QH"[QWT"NGVVGT"VQ"TGUKFGPVU0

DATE:

TO:  Residents of [Your Community]

FROM:[Your Name]

Executive Director, [Your Community]

The year 2000 is coming--and with it, there are things we want to
tell you about.  First, we want you to know that we are aware of and are
working on what is being called the “Year 2000 problem.”  We expect to
have everything ready so that residents in our community are not faced
with any difficulties that could be the result of the Year 2000 problem.

Let me explain what the Year 2000 problem means.  Because of the
way computers were initially set up, some of them might have trouble
knowing the difference between the year 2000 and the year 1900.  This
means computers might not work correctly.  For example, things that are
normally sorted in date order, like billing statements, might have last
year’s transactions print after, rather than before, this year’s
transactions.  Or, things with expiration dates, like your employee
badge, might not let you into your office building because the computer
thinks the badge is too old.  Or, perhaps, the signal lights would  cause
traffic to back up because they are confused that it is a weekend rather
than a weekday.  These are just some of the things that could  happen,
but probably won’t , because there are a lot of people working to fix the
problem and ensure that when the clock ticks into the year 2000,
everything continues to work the way it should.

We want to let you know that we, too, are making sure that
everything in this community works the way it should as we get close to
January 1, 2000.  We are checking the heating systems, the elevators,
the accounting system, even the water systems and security, to make sure
our community continues to operate, safely and soundly.  We will try not
to bother you as the staff does this work, but you may see extra repairs
taking place during the next few months.  If we need to do a lot of work
on things like the fire alarms or the elevators,  we will make sure to
tell you  so you are not inconvenienced.

Attached is a Resident’s Year 2000 Preparation Sheet .  This sheet
can assist you, as an individual, to be ready for the Year 2000 problem.

We are looking for one resident representative to help us with our
Year 2000 preparation.  If you would like to volunteer as the
representative or have special needs within your residence  for which you
would like assistance, please call [Office Contact Name at 555-5555].

Sincerely,

[Your Name Here]
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#5HVLGHQW·V#<HDU#5333#3UHSDUDWLRQ#6KHHW
&KTGEVKQPU<"7UG"VJKU"NKUV"VQ"JGNR"RTGRCTG"HQT"VJG";GCT"4222"EGPVWT["FCVG"EJCPIG""#"IQQF"UQWTEG"HQT"OQTG"FGVCKNU
CDQWV";GCT"4222"RTGRCTGFPGUU"KU"VJG"(GFGTCN";GCT"4222"+PHQTOCVKQP"%GPVGT."YJKEJ"ECP"DG"TGCEJGF"CV
3/:::/75#/6;4-0""*3/:::/:94/6;47+

<HDU#5333#7LSV#DQG#+LQWV#IRU#5HVLGHQWV
(PEHGGHG#&KLSV³&KHFN#ZLWK#WKH#PDQXIDFWXUHUV#RI#DQ\#HVVHQWLDO#FRPSXWHU0FRQWUROOHG#HOHFWURQLF
HTXLSPHQW#LQ#\RXU#KRPH#WR#VHH#LI#WKH\#PD\#EH#DIIHFWHG1##7KLV#LQFOXGHV#ILUH#DQG#VHFXULW\#DODUPV/
SURJUDPPDEOH#WKHUPRVWDWV/#DQG#RWKHU#HOHFWURQLFV/#VXFK#DV#9&5V/#FRIIHHPDNHUV/#WRDVWHUV/#DQG
PLFURZDYHV1###,I#WKHUH#LV#DQ#/&'#GLVSOD\#+D#EULJKW#UHG#RU#JUHHQ#GLVSOD\#WKDW#WHOOV#\RX#WKH#WHPSHUDWXUH#RI
\RXU#RYHQ/#WKH#SKRQH#QXPEHU#EHLQJ#GLDOHG/#RU#WKH#IORRU#DW#ZKLFK#WKH#HOHYDWRU#KDV#VWRSSHG/#IRU
H[DPSOH,/#WKHQ#LW#SUREDEO\#KDV#DQ#HPEHGGHG#FKLS1##,I#WKH#GLVSOD\#VKRZV#D#FDOHQGDU#GDWH/#LW#LV#FOHDU#WKDW
LW#LV#GDWH#VHQVLWLYH/#DQG#<HDU#5333#YXOQHUDEOH1

)RRG2:DWHU³+DYH#VXSSOLHV#WR#ODVW#VHYHUDO#GD\V#IRU#\RXUVHOI#DQG#WKRVH#ZKR#OLYH#ZLWK#\RX#DV#WKRXJK
\RX#ZHUH#SUHSDULQJ#IRU#D#ZLQWHU#VWRUP1##7KLV#LQFOXGHV#KDYLQJ#IRRGV#WKDW#ZRQ·W#VSRLO³VHOHFW#IRRG#WKDW
UHTXLUHV#QR#UHIULJHUDWLRQ/#SUHSDUDWLRQ/#RU#FRRNLQJ/#DQG#OLWWOH#RU#QR#ZDWHU#WR#SUHSDUH#+IRU#H[DPSOH/
UHDG\0WR0HDW#FDQQHG#PHDWV/#IUXLWV/#DQG#YHJHWDEOHV,1#+DYH#VWRUHG#ZDWHU#RQ#KDQG³4#JDOORQ#RI#ZDWHU#SHU
SHUVRQ#IRU#HDFK#GD\1

&RRNLQJ³,Q#FDVH#SRZHU#IDLOV/#SODQ#WR#XVH#DOWHUQDWLYH#FRRNLQJ#GHYLFHV#LQ#DFFRUGDQFH#ZLWK#WKH
PDQXIDFWXUHU·V#LQVWUXFWLRQV1##'RQ·W#XVH#RSHQ#IODPHV#RU#FKDUFRDO#JULOOV#LQGRRUV1

+HDW³+DYH#EODQNHWV/#FRDWV/#KDWV/#DQG#JORYHV#WR#NHHS#ZDUP1##3OHDVH#GR#QRW#SODQ#WR#XVH#JDV0IXHOHG
DSSOLDQFHV/#OLNH#DQ#RYHQ/#RU#ZRRG#EXUQLQJ#VWRYHV#WKDW#DUH#QRW#GHVLJQHG#WR#EH#XVHG#LQ#D#KRPH#DV
DOWHUQDWLYH#KHDWLQJ#VRXUFHV1##&DPS#VWRYHV#DQG#KHDWHUV#VKRXOG#RQO\#EH#XVHG#RXW#RI#GRRUV#LQ#D#ZHOO0
YHQWLODWHG#DUHD1##,I#\RX#GR#SXUFKDVH#DQ#DOWHUQDWLYH#KHDWLQJ#GHYLFH/#PDNH#VXUH#LW#LV#DSSURYHG#IRU#XVH
LQGRRUV#DQG#LV#OLVWHG#ZLWK#WKH#8QGHUZULWHUV#/DERUDWRULHV#+8/,1

/LJKW³+DYH#SOHQW\#RI#IODVKOLJKWV#DQG#H[WUD#EDWWHULHV#RQ#KDQG1##'RQ·W#XVH#FDQGOHV#IRU#HPHUJHQF\
OLJKWLQJ1

6PRNH#$ODUPV³([DPLQH#\RXU#VPRNH#DODUPV#QRZ1##,I#\RX#KDYH#VPRNH#DODUPV#WKDW#DUH#KDUG0ZLUHG
LQWR#\RXU#KRPH·V#HOHFWULFDO#V\VWHP#+PRVW#QHZHU#RQHV#DUH,/#FKHFN#WR#VHH#LI#WKH\#KDYH#EDWWHU\#EDFNXSV1
(YHU\#IDOO/#UHSODFH#DOO#EDWWHULHV#LQ#DOO#VPRNH#DODUPV#DV#D#JHQHUDO#ILUH#VDIHW\#SUHFDXWLRQ1

&RPPXQLFDWLRQ³7HOHSKRQHV#WKDW#DUH#LQ#PRVW#UHVLGHQFHV#PD\#KDYH#HPEHGGHG#PLFURFKLSV#WKDW
GLVSOD\#WKH#GDWH#DQG#FDOO#LQIRUPDWLRQ1##7KH#GLVSOD\#SUREDEO\#ZLOO#QRW#SUHYHQW#\RX#IURP#PDNLQJ#DQG
UHFHLYLQJ#FDOOV>#FDOO#WKH#PDQXIDFWXUHU#RU#FKHFN#WKHLU#ZHE#VLWH#WR#EH#VXUH1###%H#SUHSDUHG#ZLWK#H[WUD
EDWWHULHV#LI#\RX#QHHG#WR#UHO\#RQ#D#EDWWHU\0RSHUDWHG#UDGLR#RU#791##<RXU#WHOHSKRQH#VHW/#HYHQ#LI#LW#KDV
HPEHGGHG#PLFURFKLSV/#PD\#QRW#GLVSOD\#WKH#ULJKW#GDWH/#EXW#ZLOO#PRVW#OLNHO\#VWLOO#VHQG#DQG#UHFHLYH#FDOOV#LI
LW#FRQQHFWV#GLUHFWO\#WR#WKH#WHOHSKRQH#QHWZRUN#DQG#QRW#WKURXJK#D#VZLWFKLQJ#V\VWHP#RU#3%;1


